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Chapter One Business Letters

Section One Background Knowledge

1. {FeRM EEFHS

(1)4g3k The Heading

BiEPREAMBIFRER BRASHIE L, AEREANES .
bk B ESE EEE,

TR

OEMRELTE H, 8B 09 K& 2009,

QANEGHEXEZK, AERARFRE. 13/9/09 FABEEX SN
B, :

@AM LA HSEE , 10 Aug. U August,{H May, June, July 4 5 1)
o, ERYE

@H#vr,2,3,--,23,24,---,30,31, 54 A 1st,2nd,3d, ---,230d,
24th,---,30th,31st, HHEIFAEEE, ARFEAE. AGRMHEEZE
AE bR S ST, 0 200, LFRES 2T

(2) & A #EHE The Inside Address

WfE A Bk 4 ik S — RS ERE A EIF G RZ T L IEAR
MAER, Hiiiht5EH S EEE,

(3) #RIE The Salutation

HArERAR MK TEERT, 52k, BEisMEBES
— B PR PFIEA

Rl 5& 4l Dear Sirs, NAEHLRMFH Sirs, Gentlemen A BB,

AH R Dear Sir,

ISR IR, —BRAES , ARESESS.

(4) 3 The Subject Heading

Hi BAERME FTEBT, —REREFEFRNAE, B KE N &



2. A KR e T 1R

EEHERER. FHERPEE, LARK2K B&E . EHERARS
BT, W] Re: ,subject: , MWIEMREBHLTE T,

(5) F3kiE The Opening Sentences

FhiE—BESHFEHIESIT, BT, XFEREHAT .

(6){SHIIESC The Body of the Letter

IE RO B B BAETF LB T |, g .0 88 0 B , 8 —ab
BN —B,BEEEHEE.

(7) 45 R1E The Closing Sentences

BEASCITR I, #7R XBUE A B ESR, A R kel i iR 3T
R E RS ERNEBS, 5 IMuBn— g EENIER. BN
PLBEEXERZ G, AR—B.

(8) 453 iE The Complimentary Close

EREEHELERE TR T, EPRBEaAHER. REEAF
BXE,FEMES.

WIS RIBSIER

Dear Sirs ‘

) Yours faithfully \Faithfully yours
Dear Sirs or Madams
Gentlemen Y trulv\Very tral

e

Ladies/Gentlemen otre vty Ty} Very Tty your
Dear Sir or Madam - .

. Yours faithfully \Faithfully yours
Dear Sir
Dear Mr. Seaver Yours faithfully\ Yours sincerely\Best
Dear Mrs. Seaver wishes\Kind regards,ete. (U. K. )
Dear Ms Malone Sincerely \ Very truly yours \ Best
Dear Miss Malone regards, etc.

(9) & 44 The Signature
RN TH, AR RARETH, XIHARALEL,. &

BT EOAEEN T T RES AL RO, 7T DT EN,
Yours faithfully,

P. P THE NATIONAL TRADING CO.
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( Signature )

B. R. Jones

Managing Director

(10) HAGRF PR M AR 4> Other particular parts

[t Enclosure

a. Z%5 Ref No.

b. Z3Jp A Attention Line

c. #pi% Carbon Copy

WA B, RZEA T f19 Encl. 5% Enc. . IR IE—,
M HEBH 2 Encls. 5% 3 Encls. , BRIE4PBHLT

Enc. :1 B/L($E8—3k)

1 Photo( JRA—5K)

1 Certificate ({ERH B —7%)

2. BFfERMR

WHEBEFZRFPBEBBRRD R, G—FEE M
¥, TEEARHEXNEERFANETT .,

(1) ¥k (Block format) : F—ATHRRMNZENFFRRBGT , i—EHER.

(2) 45175\ (Indented format) : #f Py bt M LA T E 3T R TG
—47, WA — T4 — BB =, FIIES, BRI R—fT8 %
HTHE :

(3)1B& 3 (The semi-blocked format) : B I F N IKB A& FHY
IESCER A R 3L VR Bt | B3 G B BUE R B2k gt

Section Two Useful Words and Sentence Patterns

AW F 5 R RITLE

e

1. We have pleasure in informing you that

2. We have the pleasure of advising you that

3. We take the liberty of announcing to you that
4. We have to inform/advise you that( of)



.4 SARSEHRCFEIRE

5. We wish to inform/advise you that(of)

H(BH) BEREEM

1. The purpose of this letter is to inform you that( of)
2. The object of this letter is to tell you that

3. By this letter we purpose to inform you that( of)

4. Through the present we wish to intimate to you that

5. The present serves to acquaint you that

B SRR FIE
1. Please inform me that( of)

2. 1 should/shall be obliged/glad if you would inform me that( of)
3. I should esteem it a favour if you would inform me that(of)
4. We shall be pleased to have your information regarding ( on, as to,

about)

5. We shall esteem/deem it a high favour if you will inform us that( of)
RN, AARR AR H W%

1. We confirm our letter of the 10th of this month :

2. We had the pleasure of writing you on the 10th of this month

3. We confirm our respects of the 10th June

4. We confirm the remarks made in our respects of the 10th July

5. We confirm the particulars of our enquiry by telephone this meming
RAARAKHE Fh, WES

1. We have pleasure in acknowledging receipt of your esteemed favour of

the 3rd May

that

2. We are pleased to acknowledge receipt of your favour of the 1st June
3. We have to acknowledge receipt of your favour of the 5th July

4. Your esteemed favour of 7th May was duly received by us

5. We are in receipt of your letter of the 7th July

FREE B2 E A H RTAURA LB

L. I have the pleasure of stating,in answer to your inquiry of the 4th inst,

2. In reply to your letter of the 5th of May,I have to inform you that ( of)
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3. I am in receipt of your favour of the 7th May,and in response I inform
you that( of)

4. In response to your letter of 10th May,I wish to say that

5. Replying to yours of the 8th of February regarding... ,I would say that

B: HRA&RE

We await your good news. /1 hope to hear from you very soon.

We look forward to your reply at your earliest convenience.

Your early reply will be highly appreciated.

I hope everything will be well with you ! /I wish you every success in
the coming year.

Please let us know if you want more information.
Section Three Exercise

I . Translate the following two letters into Chinese and answer the
following questions .

1. Translate the following two letters into Chinese .
Letter A
Dear Mary,

Subject : Answering the question of the merger

Following through on our discussion last week, 'm pleased to let you
know it of May 1 we’ll be a wholly owned subsidiary of Amaco, Limited.

We’ve worked hard for this and know it comes as good news. There are
two major advantages: First, we'll have added strength in terms of public
acceptance and operating capital. Second , we’ll be able to serve our customers
more promptly, efficiently, and thoroughly. To help you learn more, we’ll be
sponsoring a company-wide luncheon on April 28 at noon, at the Victory
Holiday Inn in NY. This will give you the opportunity to have all your
concerns addressed.

Principals from Amaco,Limited will be on hand to answer questions and

to let you know of their sincere intentions to continue operating this division
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autonomously. Please call Barara Jenkins , my administrative assistant, answer
questions by April 20 to let her know if youd like chicken,fish,or vegetarian
for Junch. This should be a worthwhile meeting and I hope youll be able to
make it on such short notice. We look forward to seeing you there.
Yours Sincerely,
James Lin

Letter B
Dear Mary,

Subject ; Yes we are merging with ABC, Limited

As to May 1st well be a wholly owned subsidiary of Amaco,
Limited. We've worked hard for this and know it comes as good news. Here are
two major advantages we’ll see soon:

First, We'll have added strength in terms of public acceptance and
operating capital.

Second, we’ll be able to serve our customers more promptly , efficiently
and thoroughly.

Learn More Over Lunch

We'll be sponsoring a company-wide luncheon so that we can all get
together and address our customers. Principals from Amaco* Limited will be on
hand to answer questions and to let you know of their sincere intentions to
continue operating this division autonomously.

When; April 28 at noon

Where : the Holiday Inn in Victory ,NY.

Lunch choices :chicken ,fish,or vegetarian

Next step

Please call Barara Jenkins, my administrative assisiant to answer
questions by April 20 to let her know what you'd like for lunch. We look
forward to seeing you there.

Yours Sincerely,
James Lin
2. Answer the following questions after reading the two letters.
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1) Which letter is easy for you to find answer you want to get?

2 ) Which one is more friendly to readers?

3) Which one would you like to read as a reader?

IL Letter writing.

1. Fill in the blanks according to the following given letter.

MERRYBEST INTERNATIONAL CO.

F1.4,No. 141 ,Sec. 4 ,Hsin-Yi Road, Taipei , Taiwan China

Tel ;886 —2 —27051608 Fax:886 —2 ~27056741

E-mail Address: merrbest@ msa. hinet. Net

Date ; July 15,2008
To:BATA Crane Lid.
P. O. Box 9370, Daytona Beach
FL 32150,U. S. A.
Our Ref. No. MB -012
Atin ;: Export Manager
Subject ; Inquiry , for Water Hammer Arresters

Dear Sirs,

As the leading manufacturer of Valve & Piping Accessories here in Taiwan
China ,we are looking for the Water Hammer Arresters now. From the Name List
of U. S. Suppliers ,we know you are the manufacturer of these products and hope
that you can mail your relevant catalogs or brochure to us soon.

Besides ,please kindly make your best quotation according to our enclosed
drawing and send it to us by fax for our evaluation as soon as you can.

Many thanks for your attention to the above and look forward to starting
the business cooperation with you in the near future.

Very truly yours,
Merrybest Int’l Co.
Jane Jiang
V. President

Encl. ; Drawing No. MB0O50
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@ {53k Letter Head:

@ HH Date

©® HAHLHE Inside Address

@ FRIFE Salutation

@ 1E3C Body

©® %5 RH#E Complimentary Close

® %7 Signature

® F Subject

® {4 Enclosure

® 2% 5 Ref. No.

©® ZJp A Attention Line

2. Rewrite the above given letter into the following three formats

respectively.
Letter 1  Block format Y3k =
Letter 2 Indented format 45475
Letter 3 The semi-blocked format B &=
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Chapter Two Establishing Business Relations

Section One Background Knowledge

L B FRRWEEYE

HARMZEGHELBEFXREEF OV BRHT KEBRSEK
BN —TEEES, XSS EEERBES . EPEANRESLE
“ERTERORBRE”, UL ER B EE S NE R EAR R T
EHEFUHRLS . EEENTHREZRERBIGR A SR 2
HRENERASEHITRANTRI LS XK. RFAMN, $—6%
BREE, HHE 5 X RS R R BT R B,
VARB AV B o

2. FREIRARNZRRE

HAWTUNTIIREIREK B‘JﬁfEH‘JgF o

(1) Banks %7

(2) Chamber of Commerce at Home or abroad & N5 gE<:

(3) Chinese Commercial Counselor’'s Office in foreign countries 7 5 4
SEFSEAL

(4)Trade Directory H 5 R A%

(5) Attendance to exhibitions and trade fairs 1} 5 B A5 <

(6) Advertisement |45

(7)Market investigations T 3582

(8) 0ld business connections,etc. LR L%

3. By FRRBNERNEERR

B FRRERER.

{ 1) Source of information & 8.J5E¥H

where and from whom you have got the information about the
new customer



